STATE OF MAINE
BUREAU OF HUMAN RESOURCES

March 16, 1990

CIVIL. SERVICE BULLETIN 6.10B

TO: All Department Heads/Personnel Officers/Affirmative
Action Officers

SUBJECT: Screening, Evaluation and Selection Requirements for
Direct Hire Employment Classes

Civil Service Law and Rules provide that certain classifications
in the classified service may be designated by the Director of
Human Resources as Direct Hire Employment classes and that the
responsibility to manage the recruitment, screening and selection
processes for these classes may be delegated to individual State
agencies. )

This bulletin revises requirements for Direct Hire Emplovment
programs practiced by State Government agencies and supersedes
Bulletin 6.10A issued on April 16, 1985.

I. Policy: Each agency shall ensure that its Direct Hire
recruitment and selection programs are consistent with merit
system principles and guidelines and Affirmative Action/Equal
Employment Opportunity laws, rules, regulations and guidelines.

II. Recruitment: Agencies may choose the appropriate applicant
pool (promotional or open competitive) from which to £ill
direct hire positions. If the occupation is identified as
underutilized in the Agency Affirmative Action Plan, the
decision to select Agency Promotional (AP) or Statewide
Promotional (SWP) must be approved by the agency's
Affirmative Action designate. Special recruitment sources
for underrepresented groups should be notified of all open
competitive vacancies. The Supported Employment/Special
Appointment Program may be utilized regardless of the applicant
pool selected.

Once the applicant group is chosen, notice of. vacancies shall be
made in accordance with the following procedures:

A. General Provisions:

1. Direct Hire Employment classifications may be kept
open to application on a continuous basis, or for a
specified term, as needed.

2. Job announcement bulletins will be developed by the
user agency for each open competitive recruitment process.
At a minimum, job bulletins shall contain the following
information (See the suggested format shown in Attachment
I):
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a) the purpose of the announcement

b) a description of the job

c) salary

d) dates within which applications will be accepted

e) location of vacancies

f) minimum qualifications and special requirements
as appropriate

g) applicant screening procedures, as appropriate

h) how to apply

i) Equal Opportunity Employment statement

3. Promotional job announcements for positions which are
familiar to the applicant group may be abbreviated for post-
ing purposes. However, these abbreviated postings must
state that more detailed information similar to that pro-
vided by open competitive announcement bulletins will be
made available on a request basis.

4, Promotional job announcements for positions which are
not familiar to the applicant group should follow the sug-
gested format guide for the open competitive recruitment
process.

5. Classifications either closed to recruitment or open
only to a restricted applicant pool (i.e., Jjust

employees of institutions) may be opened to recruitment
or expanded recruitment as needed for affirmative

action recruitment consistent with agency needs.

B. Notice Requirements: Notice shall consist of promotional
postings and/or job announcement bulletins for the
position/cassification and, in the case of open
competitive recruitment, public notice must be made.
Public notice may include publication in one or more
newspapers or in one or more professional
magazines/journals. Public notice may be limited
to a particular geographic area when wider notice would
be inefficient or impractical.

Procedures for recruitment and notice are outlined below:

1. Promotional - Vacancies shall be posted in
accordance with agency policy and labor contract
agreements. A copy of the posting and/or job
announcement bulletin shall be sent to the Bureau
of Human Resources for informational purposes.
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2.

Open Competitive - Announcement bulletins shall be
posted in accordance with agency policy and labor
contract agreements. Announcements shall also be
distributed to the Bureau of Human Resources so that
candidates seeking State employment can be referred
to appropriate openings and job information resources.
In addition, announcements shall be sent to
appropriate branch offices of the Maine Job

Service where they shall be made available for
inspection by all interested parties. Public

notice is required.

An agency may request that the Bureau of Human
Resources include an advertisement for a direct hire
classification being opened to recruitment with the
block advertisement published for classes in the
competitive service.

Agencies using the Maine Job Service for exclusive

applicant referral are not required to make public
notice.

The Maine Job Service will provide three levels of
service with respect to Direct Hire employment.

a) General - The Job Service will maintain a
listing of open competitive announcement
bulletins for Direct Hire classes which are
open to recruitment and application, provide
direct hire applications to interested
applicants, and provide such information as
may be available on the position and
classification.

b) Recruitment Assistance - By agreement of any
agency and Job Service, the Job Service may
assist an agency's recruitment effort by
listing the opening on the Maine Job Bank and
recruiting and referring qualified applicants
to the agency.

c) Exclusive Referral - The Job Service will
negotiate exclusive referral agreements with
any State agency that wants to do all of the
recruitment for a Direct Hire position and/or
classification through the Job Service. The
Bureau of Human Resources will not require
advertising when an exclusive referral
agreement exists. In classifications that
are underrepresented in the agency's Affirmative
Action Plan, an "affirmative action job order"
should be utilized.
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IIT. General Application Requirements: Each applicant for a

Direct Hire classification must establish eligibility by
completing and submitting to the hiring agency a Form PER 3,
Maine Bureau of Human Resources Application for Direct Hire
Employment classes. Applicants must complete a separate
Direct Hire application (PER 3) for each Direct Hire
Employment classification for which they wish to be
considered.

A State Government agency may require information
supplemental to the application form, provided the same
supplemental data is solicited from all applicants for the
class involved, and provided this information is solicited
for job-related purposes. Supplemental information forms
must conform to Merit System principles and Affirmative
Action/Equal Employment Opportunity guidelines. Copies of
these forms should be provided to the Agency Affirmative
Action designate for informational purposes.

Screening/Evaluation/Selection: Agencies are required to
establish job related screening and selection processes for
Direct Hire positions and classifications. The same
screening and selection processes must be applied to all
applicants for a given position or classification, and all
applicants must meet the minimum gualification criteria
established for a position or classification in order to be
eligible for further consideration.

Certain positions within a classification may require
specialized experience, training or skills which are
exceptional to those established as the standard for the
classification. 1In these cases, the agency may establish
job related special qualifications and screening processes
to supplement the qualifications and the screening processes
listed on the announcement bulletin. For classifications
open on a continuous basis, the supplemental qualifications
and screening processes must be applied to all applicants,
including those who may have established earlier eligibility
for the classification under the standard criteria, unless
separate notice and recruitment is conducted to fill the
position.

All screening, evaluation and selection criteria must meet
Merit System principles and Affirmative Action/Equal
Employment Opportunity guidelines.

In classifications that are underrepresented in the agency's
Affirmative Action Plan, a mechanism should be developed
whereby applicants in the applicable protected groups are
referred for interview.
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Qualification criteria, screening and selection processes
used by an agency to £ill Direct Hire positions shall be
subject to audit by the Bureau of Human Resources for
conformance with merit system and EEO/AA policy and
standards.

Records: The central Personnel Office of an agency is
responsible for maintaining records for its Direct Hire
classifications, but may delegate this responsibility to the
appropriate agency sub-division.

The following practices are required:

A.

Application Forms - All applications submitted to a
State agency or institution must be maintained by that
agency or institution for a minimum of two (2) years.

Evaluation and Related Papers - Applicant evaluation
information, to include numerical scores (or PASS/FAIL
notations) on all parts of the screening process,
interview questions and interview results and written
correspondence related to these matters should be
maintained with the applicant's application form.
Selection interviews and hiring decisions are a
definite part of the competitive process and

must satisfy Merit System and Affirmative Action/Equal
Employment Opportunity requirements. Records pertaining
to these employment actions must also be maintained for
a minimum of two (2) years.

Applicant Survey Data - (Tear off page of application
form). The survey data voluntarily provided by
applicants for Direct Hire classes should be recelved
and maintained by an employee of the State agency or
institution who is not involved with the selection
process. This employee should forward application
tear-offs to the Bureau of Human Resources at the end
of the work day. THIS SURVEY DATA IS CONFIDENTIAL AND
THE STATE AGENCY OR INSTITUTION MAY NOT UTILIZE OR COPY
ANY PART OF IT WITHOUT APPROVAL FROM THE BUREAU OF
HUMAN RESOURCES. .

Activity Reports - Each State agency or institution must
complete PER 45, Activity Report for Direct Hire Employ-
ment Classifications and submit it to the Bureau of
Human Resources on a reporting period basis. (Reporting
periods will vary from agency to agency in accordance
with the size of the workforce, turnover rates, etc.).
These reports will be compiled by the Bureau of Human
Resources as part of its overall Applicant Tracking
System.
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VI. Confidentiality: All documents pertaining to the appli-
cation, screening and selection of individual applicants for
Direct Hire Employment classes shall be kept confidential by
the State agency or institution which maintains them, except
that these materials, other than test and interview ques-
tions, may be made available to a person or persons by the
signed release of the applicant or employee.

Sections of the Civil Service Law and Rules and applicable
contractual agreements which concern Direct Hire Employment
(non-competitive) classes shall remain in effect together with
the requirements of this Bulletin unless or until any of these
laws, rules requirements or agreements are modified.

ennilston, Director
BUREAU OF'HUMAN RESOURCES

Attachments

MAY BE REPRODUCED LOCALLY TO MEET DISTRIBUTION NEEDS



ATTACHMENT 1

DIRECT HIRE FORMAT GUIDE FOR JOB ANNOUNCEMENT BULLETINS

This format guide may be used for summarizing the duties, responsi-
bilities, work requirements, and selection standards of a Direct Hire
classification when opened to recruitment. The words in bold are
brief explanations of the intended use of each section. The words
that are not in bold are examples of language to be used in the
bulletin.

"Class Title" (Class Code)
(List Option(s), If Applicable, Below Class Title)

DATE ISSUED: DATE CLOSED TO
APPLICATION:
(at least ten work days after

PAY RANGE: date issued)
BARGAINING UNIT: B

Salary Increments /vwk.

PURPOSE OF ANNOUNCEMENT :

This section contains a brief statement about the type of recruitment

(i.e., to recruit qualified candidates to f£ill future vacancies, or to
recruit for a specific vacancy) and the location (department, bureau,

geographic location) of position(s).

SCOPE OF WORK:

This section contains a concise description of the nature of work per-
formed, the scope and level of responsibility assigned, and perhaps an
indication of the functional role of the work as performed within the
class.

TYPICAL DUTIES:
This section contains a set of illustrative statements describing work
assignments/duties associated with the class or position.

REQUIRED KNOWLEDGES AND ABILITIES:

This section contains those KSA's necessary in the full performance of
the class's work assignments/duties, but which must typically be
brought to the job by an applicant.

MINIMUM QUALIFICATIONS:

This section contains possible education and/or experience background
areas which may provide an opportunity to acquire and/or demonstrate
those KSA's necessary in the performance of the class work assign-
ments/duties. Possible formats for statements describing these back-
ground areas are:




MINIMUM QUALIFICATIONS (Continued)

* Post high school course work/training in:

* Graduate level course work/training in: .
, including course work in .

* Experience in any of the following functions:

* Experience in including responsibility for: ’
, Or .

* College level course work/tralnlng in: , Or

, AND experience in any of the follow1ng functions:
’ , OX .

* Demonstrated proficiency or skill in .

No specific course work/training nor experience is required for
entry to this class.

LICENSING/REGISTRATION/CERTIFICATION REQUIREMENTS:

This section contains qualifications when a legally mandated employ-
ment restriction has been required of incumbents in positions allo-
cated to the class, or when a bona fide occupational qualification
involving a human characteristic has been established by law or a
court decision. -

APPLICANT SCREENING PLAN:
This section contains the screening components and their relative
weights which make up the official selection device. The format for
this section is:

COMPONENT (¢ weight)

COMPONENT (%2 weight)

COMPONENT (P/F)

APPOINTMENT LIST:

This section describes the ba51s of the appointment list (Promotional
or Open Competitive).

HOW TO APPLY:
This section describes the application procedures for the classifi-
cation or position. The format for this section is:

Application forms may be obtained from (insert appropriate
combination of: Agency sub-division and location, agency contact
person, Bureau of Human Resources, Job Service Office
location(s)). Submit applications to (address). OR

Recruitment is being handled exclusively by the Maine Job Service
(insert address location). Please contact this Job Service

Office directly for information on the employment referral proce-
dure.

AN EQUAL OPPORTUNITY EMPLOYER (M/F/H)



